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Flathead Conservation District

ADMINISTRATIVE ASSISTANT JOB DESCRIPTION

As of 3/16/2001

Description of Work:  

The FCD Administrative Assistant performs or supervises the performance of tasks including:

a.
Maintaining district accounting and payroll records;   


Working with CPA & Resource Conservationist regarding BPI system & accounting

Operating BPI accounting system:  General Ledger (accounts payable), Payroll Ledger (payroll), payroll checks, remittance checks, quarterly checks, check registers, posting; payroll reports, monthly reports, quarterly reports, yearly reports, 941 reports, MT SIT reports, PERS reports, SUTA reports, Work Comp reports, Social Security, financial reports (balance sheet & income statement), payroll registers, earnings reports, 457 account & payroll deductions, Quarterly Wage Statement, W-2’s, W-3’s, W4’s, W5’s, W9’s, 1096 forms, 1099 forms, EIC forms, post insurance & interest earned to system.


Keeping handwritten & computer generated journals of all accounts & grants

Both journals include expense balances for:  Personnel, Administration, Education, Water Quality, Conservation Practices, Grants, East Spring Creek Monitoring, Clark Fork Negotiating Team, Bull Trout Grant, Swift Creek Watershed Grant, Haskill Creek Watershed Grant, DEQ Lakes Book Grant, and St of MT Administrative Expenses.  It also includes the balances & detailed reports for the Checking Account, Money Market Account & Flathead County Account.

Maintaining accounts & reconciling bank statements for the checking, money market, & Flathead County accounts.

Making bank deposits & requesting Resource Conservationist transfer funds as needed.

Supplying FCD Board & Resource Conservationist with current accounts information

b.
Managing record system for grants; Preparing records and correspondence associated with grants.

c.
Arranging and recording, as necessary, conferences and meeting proceedings; 

d.
Setting up 310 files - applications & violations (reviewing information, & forwarding paperwork, maps etc. to area supervisors & FW&P).  Preparing & forwarding team member report forms & follow-up report forms to area Supervisors.

e.
Scheduling on-site inspections, appointments and conferences;

f.
Contacting applicants, supervisors & FW&P to confirm &/or set up on-site inspections

Placing meeting notifications in local papers.  Preparing & forwarding correspondence to appropriate places, persons, offices etc.  (Permits, minutes, letters, reports, correspondence, brochures, calendars etc.).  Paying monthly bills. 

g.
Maintaining data systems (310 and GIS), district records and files; 

h.
Performing liaison duties as requested by the Resource conservationist and the Board of Supervisors;  

i.
Performing computer data entry and document design; 

j.
Ordering supplies and requesting maintenance for any office machines; 

k.
Acting as receptionist and handling telephone duties; 

l.
Receiving, reviewing, and distributing incoming mail, faxes, e-mail and preparing replies;

m.
Preparing and forwarding correspondence, such as permits, minutes, letters, reports, brochures, and other materials; 

n.
Performing miscellaneous office and clerical duties;  

o.
Performing courier, word processing, stenographic and typing services;  

p.
Using and interpreting aerial photos and maps;  

q.
Technical and other duties as assigned.  

This position provides a variety of supporting services to the technical, administrative and management operations, as directed by the District Resource Conservationist.

Basic Requirements:  

The FCD Administrative Assistant should show responsible experience in accounting and payroll duties, grant administration, word processing and computer skills, typing and clerical work.  Experience should have consisted of work which demonstrated possession of ability to perform administrative work above the trainee level, including:  accounting, word processing, computer skills, composing correspondence; obtaining, interpreting and presenting information, typing and clerical work, answering telephone calls and receiving visitors.  In addition, the Administrative Assistant should have experience or education sufficient to develop skills in making measurements, using test equipment, computing, reading and interpreting engineering and architectural plans and specifications as well as the ability to borrow and apply techniques, principles and methods from other scientific fields, particularly from closely related fields.

The Administrative Assistant should show experience of such quality and kind, as to demonstrate successful application of progressively broader knowledge, greater judgment, and higher skills commensurate with the level of position, for which the applicant is being considered.  In addition, the Administrative Assistant shall demonstrate possession of certain traits essential to the performance of these duties.  These include:

1. Effectiveness in getting along with others.

2. Ability to work independently.

3. Loyalty, integrity and discretion.

4. Capacity and willingness to accept responsibilities.

5. Judgment, initiative, resourcefulness.

6. Poise, personal dignity, neatness and good grooming.

The conservation district may authorize an employee to use her/his private vehicle for official use if a conservation district vehicle is not available.  A valid Montana operator's license must be in the possession of the operator at all times and the operator shall comply with all state and municipal vehicle operation laws.  The employee must provide the Flathead Conservation District with proof of vehicle insurance.

Probationary Period:  
It is the policy of the FCD that a probationary employment period shall be six months.  The Board of Supervisors may make one extension of the probationary period for three months.  During that time, the employee shall be carefully observed in actual work conditions.  At intervals of three months and six months, during the probationary period, the Resource Conservationist shall discuss job performance with the employee.  In the event that a probationary employee does not satisfactorily complete the probationary period as determined by the board, the employee shall be terminated.  During the probationary period, the employee may be dismissed with or without cause.  Disciplinary action and grievance procedures do not apply to a probationary employee.  If a probationary employee is terminated, the reasons for the termination shall be communicated in writing to the employee.  Upon successful completion of the probationary period, the employee shall obtain regular status.

Annual job performance evaluations shall be made on the approximate anniversary date of employment.

Supervision of the Administrative Assistant:  

All district employees are hired by and responsible to the FCD Board of Supervisors.  Direct supervision of the Administrative Assistant shall be the responsibility of the District’s Resource Conservationist.

Salary/Wage:  
The salary for the Administrative Assistant shall have an entry level of the equivalent of a GS 2, Step 1 scale, effective the first day of permanent employment.  As designated by the Board of Supervisors, employees shall accrue step increases following the federal schedule of time in service and shall earn federal cost-of-living increases.

	Step


	Length of waiting period

(in weeks) between steps increase for Full and Part time employees
	Length of waiting period 

(in years) between steps increase for Full and Part time employees

	1, 2, 3, 4
	52 Calendar Weeks
	1 year

	5, 6, 7
	104 Calendar Weeks
	2 years

	8, 9, 10
	156 Calendar Weeks
	3 years


Compensatory Time:  

The use of compensatory time will be approved by the immediate supervisor and will be used within 90 days of being earned.  Upon accrual of 40 hours of compensatory time by an employee, the immediate supervisor will confer with the employee to arrange for the use of the compensatory time immediately or for payment of overtime at the rate of one and one-half times the current hourly rate.

Employee Benefits:  

Insurance:  It is the policy of the Flathead Conservation District that all permanent employees who work half time or more hours per month will be entitled to receive medical benefits.  

FIT, MT SIT, SUTA, Medicare, Public Employees Retirement System, Workman’s Compensation and Unemployment Compensation:  The Flathead Conservation District, in accordance with existing legal agreements, shall withhold and contribute the appropriate specified amount to these programs, as well as withhold and contribute the employee’s share as designated by the relevant applicable law.

457 Account:  The Flathead Conservation District, by resolution, has established a 457 Deferred Compensation Plan for the employees.  Employees only will contribute to the plan.  The FCD will administer the program, but make no direct financial contribution.  ITT Hartford is the carrier of the 457-account, and by resolution, is owned by the individual contributing employee.

Annual/Vacation Leave and Sick Leave:

Each permanent employee shall earn leave credit from the first day of employment.  However, employees are not entitled to any annual/vacation leave with pay until they have been continuously employed for the agreed workweek for a period of six (6) calendar months.  Employees are not entitled to use of sick leave until they have been continuously employees ninety (90) days.  Both annual/vacation and sick leave will be credited at the end of each pay period.

Determination of Vacation Dates:

The dates when an employee's annual vacation leave can be taken shall be determined by agreement between each employee and his/her immediate supervisor with regard to the best interest of the FCD and the best interest of each employee.  The immediate supervisor shall approve vacation leave requests before leave is taken.

Annual Vacation:  It is the policy of the Flathead Conservation District that each full‑time employee shall earn annual vacation leave credits from the first day of employment.

An employee may not accrue annual vacation leave credit while in a leave-without-pay status.

Temporary employees do not earn vacation leave credit, except that a temporary employee who is subsequently hired into a permanent position within the same jurisdiction without a break in service and temporary employees who are employed continuously longer than 6 months may count as earned leave credits for the immediate term of temporary employment.

Permanent part‑time employees are entitled to earn prorated annual vacation benefits.  Part-time employment leave time is calculated at the standard State rate.

	No. of completed years of 

Employment
	Vacation Days Accrued Per Year for full-time (80 hrs +)
	Vacation hours - 80 hours or more in pay status per pay period
	Vacation hours - less than 80 hours in pay status per pay period

	1 day to 10 years
	15
	4.62 hours
	.058 x no. hours

	10 years to 15 years
	18
	5.54 hours
	.069 x no. hours

	15 years to 20 years
	21
	6.46 hours
	.081 x no. hours

	More than 20 years
	24
	7.38 hours
	.092 x no. hours


Sick:  Permanent full‑time employees regularly scheduled to work 80 hours or more in a bi-weekly period accrues 3.69 hours of sick leave credits per pay period.

Permanent part-time employees are entitled to prorated sick leave benefits if they have worked the qualifying period.  Sick leave shall be accrued, per state statute, at the rate of .046 times the number of hours worked in a pay period.  

Sick leave credits are earned at the end of each bi-weekly pay period.  These sick leave credits may not be used until the start of the next bi-weekly pay period.

Holidays:  Full‑time employees shall be granted the following paid holidays as set forth by the DNRC/CDB:

a)
January 1 (New Year’s Day)

b)
Third Monday in January (Martin Luther King Jr. Day)

c)
Third Monday in February (Presidents' Day)

d)
Last Monday in May (Memorial Day)

e)
July 4 (Independence Day)

f)
First Monday in September (Labor Day)

g)
Second Monday in October (Columbus Day)

h)
November 11 (Veterans’ Day)

I)
Fourth Thursday in November (Thanksgiving Day)

j)
December 25 (Christmas)

State General Election (congressional, gubernatorial or presidential elections)

If one or more regular holidays fall in the period of an employee's annual vacation leave, or sick leave, the holiday will not be charged against the vacation or sick leave credits.

Permanent part‑time employees are entitled to the prorated number of holiday hours for each day of paid holiday.  Holiday benefits shall be an average of the employee’s hours regularly scheduled to work in the pay period.  To find the average, the number of hours regularly scheduled to work in a pay period in which the holiday falls shall be divided by 10 (the number of working days in a pay period).  Holiday benefits shall not exceed 8 hours.  (Example:  regular schedule is 4, 8 hour days per week, pay period is 2 weeks, 32 hours a week x 2 = 64 divided by 10 = 6.4.)

For further information see the Flathead Conservation District Personnel Policy, and the Laws Pertaining to Conservation Districts.

